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PROPERTY AND SUPPLIES

Transmittal Letter: pPS-7

Date: 4/27/83

The following revisions have been made to subject manual,
Attachment 4 - Warehouse Operations Forms

1;_ gxplanations & Preparation Requirements has. been revised.
2} Forms IBWC-39, 41, 42 and 43 have been revised.

Attachment 5 - Property Forms

1) Explanatfons & Preparation Requirements for Property
forms has been added in lieu of Paragraph 222, page 2-3
for all IBWC forms.

2) Forms IBHC-21, 72, 140 and 159 have been revised.
3} Form IBWC-468 no longer used. j(Obsolete)

Henry Moncada
Supply Officer

F{1ing Instructions: Remove page 2-15 and obsolete warehouse forms.
Replace with Attachment 4 and revised forms.

Remove &11 obsolete property forms.
fReplace with Attachment 5 and revised forms.

NOTE: WE ARE IN THE PROCESS OF UP DATING THE PROPERTY AND SUPPLIES MANUAL -

-
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200 PROPERYY AND SUPPLIFS
{(Harehouse Opevations®)

2to GEMERAL

This manual prascribas tha policiss,
sathods, and proceduras governing the
custody, use, snd sceountability of
all parsonal proparty owoad by or in
the passsssion of the Uniced States
Section, International Boundary and
Water Commission, Unitad Scazes and
Mexico (hareinafear refarred to a»

the Sscclog).

*3ince parsonsl proparty hendling ree=
quiremencs snd warshouss oparations
ara s8¢ closely integrated, both are
includad in this manual, However,
for elarificacioz all facats of per-
sonal proparty are included -in the
destgengion PART I, and warshouss op=
srations ars fncluded io the desigoa-
tion PART II,

The mamual covera 1) expendable and
tonexpandable praperty; 1) ragula-
ticos governing maintanance of ac-
epuntabilicy racords for monexpend-
shla property; aod 3} detalled Wara=
houss operations snd funecions ln-
volved in prozessing materials and
suppliss scquived or valeassd by the
Section, and regulationa in commac-
tion tharewith,

Fadaral Proparty Mansgesant Raguls~
ticas (hereingfter Tefarrad to as
II4) promigated by the Caveral Sars
vicas Mministracion ars the con-
trelling authority covering tha aub-
-Ject mavcar eoutsined herein,

211 RESPONSTASLITY

a) The Commissionar Ls Tespousidvle
fer the escablisbwant and maints-
nanca of datailed Iinvencory rec-
ords covaring all proparty owvmed
by or in the possession of the
$action. mnﬂ'_-gmﬂt:
exds will Taflect sll material
iall suppliss ca hapd, all changes
ocenrr{uy by Tuanem of ssls of
transfer oFf Gther dimpositiam,—and
all paraiides of addis proper-
£y, TIransactions are to ba decu-
mancad in sn accurats and ctimaly
mantiat, aod charged to ai Ag¢ount-
sbla suparvider = who will de Te-
1isved of such charge upen the
sals, tranefer or othar disposi-
tion of any such propazty..

b) The Aduimittraciva Officer is
raspousible for providing tech-
atcal suparvisica, direction -
sné support, through tha Sup=
ply Officer vhoss duty statioo

is i{n the Frosuremsnt Offics in Heads
quarcars Offies, El Paso - with the
Supply Officar condueting pericdic wis-
wal inspactisns of all personal proper-
ty and warshouss oparations in the Sec-
tion's projacts.

c) The heads of individusl field offices
have che rasponsibility of exerciiing
control ovar amd direcring rhe mapage-
mant of propezcy vhieh {2 under thair
Surisdiction,

d) Individual fisld offices hzva the resper
sibiliry of including in Lts oparitioos
these regulacions cevaring the care, ows
tody, use, ad conttal of ekl property
“'t‘n“ to ik,

BART I - PROPERIY
212 DEFIRLTCONS

- all proparty which ix
movibla jo charactar but which has zoe baw
perumantly affixed to structures or ocher
faeilician vhich will ultimacaly bacoms an
incagral parc of real property

Rovaxpendadle Progarsy - sil parzonal prom
ty vbich dodas mot losa tts ideatity vheno
put to Lts incended usa, and which has an
pacted vsaful life of more chan ona year.
Thaze are twe typas of tuch proparty:

(1) Sapitalized + vhich insludas all pe
sonal proparty having an acquisitiol
walua of $300 or pote and which has
st axpected useful 1ils of sore the
ons yaar,

The coat of such proparcy Ls charge
to che spproprlats squipmant accoun

{2) Noncapitglized = which includes all
personal proparty having an scquisi
tion value of Jess thap $300. (5239,

The cont of such praperty ia charge
ta the &Ppropriata ¢oSC ar claaring
aceount.

{MZIE): Although no formal sccounta
»ility records are satotained cover
ing thia caxegory of propercy, cha
scepuntable supsrwisor 1ia raquired
asincain adegquata contrsl over cha
cuscody and use of sush proparey,

= all preperty which,
whin put to Propar uds, are absorbed, or
loss thair eriginsl idencity, or beloms &9
integral part of other propatty.

The cost of all such proparty Ls chargad ¢
tha sppropriate cost, stores oF cleaxing
sccounta,

= the obligation of the ip-
dividyal or tespomsible supsrvisor co en~
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sues the proper carm, custody and
utilization of Governmant proparty,
and the maintenance of Tacorda cove
sting samd, sntrustad to him, in
his possessicn, or uodar Wis diract
supervision,

213 PESTGNATION OF ACCOUNTABLE
SPORVIscR

Tha heads of projaces or fisld of-
tices are denigoated s scgountable
supervisors for Coveroment propercy
hald or scquirsd by tha projacts or
fiald offices uyndar chajr jurisdic-
tioa, The designaticn as seetount~
sble supstviszor caxries with it a
pacuninry lisbility so aa to pro-
tect the Govarteant sgainst the un~-
suthorized yia or misspproptistion
of propezty lossan dus to nagligencs.
Thus, the safeguarding of sad wain-
taining propsr control over property
18 sopaiderad a2 prisary tesponsibil.
ity of such dseignated mparviseor,
The accouncability designation may
not be delegated to othar individ-
uals; however, tecord-kadping fuug=
tions sud Taaponsibilicy for che
safekanping, care, dustody, and
propar utilization of proparty may
ks sssigued to othey individuals.

Docupants requiring the sigoature
of cha accouncable suparvisor must
ha parscoally sigsad by that super-
vizer, Eowaver, vhan tha delay in-
volvad in chrainisg such personal
s{gnarura, dus to axtended lesve
absance of detsil assigmmsnc, would
sariously affect tha sxpaditious
handling of proparty trinsacticns,
carcain docvmants (Reports of Surwey
for axsaple) may be sigoed by hin
deaignated saaistanc. When such is
the case, the transaiteal letcar
should sxplsin the circumscances
necessicacing the asststast’s eig~
oatars, Accountshle suparvisors

ara shown {n jLtachment ) Bereto,

14 QFFICIAL TEK OF GOVEARENT

Ko suparviser or smpleyes of the
Saation shall spthorize the use

of Cowmrmment-ownad proparty

for other than official purposss,
All smployeas will ba hald scrice-
1y raspousible ia prevencing the
nisusa of proparty in of charganble
te thaty custody. Tha use of
Govaromantsowoad preparty le randar-
ing ssaiscance i{n timas of wajor
disastar would we considared as an
official purposs, Siailarly, it
would »a tonatdered proper to maka”
such proparty availadlas ip scceoxd-
ance vith cooparativa agrésmdnts at

 contracta which are mades pursuant Eo authors

ity veatad in cha Section.’

215 AIVIIV QF PRRSONAL PROPERTY HOLOINGS

ALL parsocal proparty located at and in the
custedy of sach flald office and projece wil
axamined and raviewed on & continucus basis
20 ap to mainrain fovantory &t the lovest pr
ticadla mindmo, ill property cot nasdad an

" pot utilized will ba 1) condiderad £4v reasa

mant withis ics own sctivicies, and {2) LE re
assigmmant in not fessible, oade azvailable
tha halding project or offica for transfer o
other disposal.

216 FRQPIATX ASSIGIED 30 THE SZCTION

han nonexpendsbla property ia sxsigned to
fiald offices and/or projeccs of the Secclox
by apothar Govermmant ‘agancy, or purshased
with funds msde svsilable 5y anothesr agency,
sccountability records covaring tha proparty
will ba maincained wvhila sueh property {s in
ite cuscody.

217 PROFENIT REWIZD 10 OB LOANED BY THE SFTCT

of vonaxpetdable proparty will ba cov
atad by concrass or purchass order; and losr
of Section proparty will ba coverad by writt
sgresmant and/or racaipt.

Froperty rsated to the Saction will cot be
counted for as Section-owosd; howvaver, recos
will be-uaintained in orxder to establish thu
nacessary control over tha proparty, Recors
sovaring propesty logped by che Sectiom will
likawiss b maintained 20 a4 to escablish ot
nacessary contral owar tha proparty.

Equipmant racord forms, {o origical culy, m
to ha preparsd with aach fors being plainly
idancifiad "Renral" or "Loan", and indicatic
ths terma and limitations of cha Tental or |
agresmant, together with other peartinent iei
mation of memsorandum naturs.

The squipsant Tecord cards will be maintaim
a separace file, vith no mamorandum copies !
ing forwerdad to tha Finance Office

218 [DEMTIPICATION OF SECTION PROPERTY

Construstion property, such as tractors,
PUBDE, SMELSTE, #té., Baving an acquisitios
valva of 9300 or mote are fo be {dencified .
by the use of gyengil, "U.S. SECTION, IB&kC"
0ffice equipment will ba ideatified by the
usa of lghql - ueing o embossing machine.
Mumbste Lisdued to sush aquipmanc will be pn
vidad by the Supply Offfcer and will isdics
Code Positices 3, &, 7, and 4.

Vehicles aseignad to the Saction by Genersi
Satvices Admintagzation (GSA)} and Saction-or
yahielas will 4o {daneified by degglcomaniy
placed on cha side of sach front door of 1a
vahiclas with the idangificacion INTERNAT It

1 ¢8I0 UMITEL STATIS !ICIIOH MANUAL Rav. L1/1
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BOUNDARY AND WATIR COMMISSTON™. Any
aquigmant not the property of tha
Seceion byt vhich is being used on a
rencal of loan basis will be identi-
fied by weans of & tag which will
atate che ovmar or Governaaot agency
from whom che propersy is baing
tanted or horrowad.

Property iduntification will ba by
saans of an aight (#) digic cods to
b ussd for recosding purposas only,
with the last four (&) oumbars of
the coda to be stanciled oo thes
aguipsant, Ao axasple follows:

Jzem: Trailers, 2-vhael, cargo.
S350 Fotitigne:
u
23300001

I

Group and Clasa Mumbers,

; Thesa group and class oumbars
are eitablizshed by CSA, with posi-~
ciens 1 snd 2 indicsting GIgup, snd
pasitions 3 and 4 indicacing .
Ratarenca haen which decailn
ths Section's group and claes oum=
bars md dascriptions of property.)

Idengificacion ;uablr of squip»
want (to ba stencilad oo prop-
arty as stated abows.)

219 ACCOUNTABILITY 3ZCORDS

Aceountability vecords will be es-
tablished and maintained to cover all
capitalized ponsxpendable property in
custody of tha Section's projects and
officen, Howevsr, sccountability
racords covering noncapitalized equip-
mant will not ba maintaioed by the

Property Unit,

220 KECORDS RESEONSIRILITY

Accountabilicvy records will ba estab-
1ishad sod mainteivad by the Supply
Offioar of tha Proparty Accouncabil-
ity Unic (barsinafter vafarzed to as
Proparty Unit) locasted in the Frocurs-
mant O0ffieca in X1 Fase RasdquaTtars
Ooffice. Ths Proparty Unie will apply
and adbars to the principlas of ac-
eoyncability comtrol, sedifisd ac-
gsording to the demands of tha spproved
ADF Program, alrhough racords may be
physically kept othar than in the
Froparty Usis s ser forth in tha

followiny paraxrTaph.

ADP records ara té be vatzinad in tha
Computat Xoowm. Thess racords consist
of tiM cavds snd 3 magoscic dise cart-
vidgs. As TaquiTted, quarterly com-'.
puter priopouts covering praparcy ioe
vantory will ba issued to field of-
fices. Yowaver, 4 properiy invantory
Listing prinrout will e maincainad
up-to-date st sll timms by the Propar-
ey Unic.

221 ACCAUAL BASTS RECORDING

All capitalized aquipmedt acquired togethd
with the known, sscimarad, or sppraised w;
ut thereof will be recordad {n asccouncabi)
Ley racovds from Journal vouchers prepare
by and recaived from cha Fininea Qffice -
which offfce will alec enter all capitalis
squipment in che approprizta gacerst ledg
snd subpidiacy ledgers from information c¢

- tained oo cthe receivicg rapart prapared by

the Recaiving Unice.

222 PROPFRTY FORMS REQUIRFD AND UTILIZED

The following forws sts prescribed, ra-
quired, and yeilized in che sczeaplishmant
of proparty functions - asd correct uziga
axplanations are contained in chis manux]
in the order listed:

Form Ho, . Title

I8WC-21  Property Transfer
" 83 Acceptance Certificate
72 Report of Survey

“ 140 PRaceiving Report (Personal Prope
* 159 WOIS/Lost Property Certificate
¥ 279 Equipment Record Card
* 342 Property Clearange
" 34% Property Computer Format
w W
5F-120 Report of Excess Personal Proper
5F-122 Transfer Order - Excess Pers Prog

SF=126 Report of Personal Property for:

L B

G5A-1627  Envelope for Yenicle Accident Fo
Contains:

GSA-3812 What jo Do [f You Have An Accide

SF-91 Oparator's Report of Vehicle Acc

SF=31A Investigation Report of Vehicle .
dent (Use only 1f damages exceed

SF-%4 Statement of Witnesses

OF-26 Jata Bearing Upon Scope of Emplo,
ment of Motor Yehicle Operator

L

DS-1663 Supervisor's Report of Accident
{Use OHLY when personal injury o
property damage exceeds $100)

Rafsrance jtigchount 3 for speciman coples
of sbove-mantioned forms,

223 LSTABLLSIENT. OF ACCGUNTABILITY RECOM
ERG AICEIVING. SEFORT

The original and two copiss of 4ach vacais
rapore (IXWC=140) vogether with the Teceij
capy of purchass order will ba rouced te t
Proparty Unic. This report will be used or
for Ltswa having a value of $300, or more
italized). The docusenta aTe t& reach cha
arey Uait wichin 48 hours fallowipg the r
of the properzy, vhich special handling &«
givan receipesd copies of purchase orders
volving time discounts. Upon raceipt of &
such recaiving reporc, the Proparty Uaic -
perform tha following functicha:

2 o200, UNITED STATES SECTION MANUAL Rev, 11/1979
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a) Ver i £y the clesstification estab-
1ished by the recefving individual
to datermios whecher tha Ltams are
sxpandadia or nonexpendable; and
i! ponexpandabla, whethar capital-

zid. :

' 5) Yorvard the original of the receive

-ing raport to the Finance Office,
retaining two copias of the docu-

- maot. Aftse procassing of che pur-
¢chxse ordar by tha Finsnce 0ffics,
a journal voucher contaising all
partipant inforasticon {5 to ba
cransuiccad $o0 the Fropsriy Unic
wvhich yait will:

(1) record at! capitalized eguip~
mant in the accountabilicy
records Lf manually smaiscained
{Property Ragister), sad Lssus
an idantification cods covaring
the squipwant (referanca Pax.
218);

(2) prepave a property card {Fquip=
wint Racord Form THHC-279);

(3) complets & IEM form (Propor-
tional Record Layous) concain-
ing sll partioent, and tranrsit
same to the ADP Frogrammer for
irpuc in the ADP Proparty Pro-
gran; aod

{4) complate the remsining I copies
of IBfC~140, forvarding one
copy to submitting project cor
fiald office, and filiog other,

224 PVALUATION OF CAPITALIIED EQUIR-
HER

Zquipment sccountability recosds will
be escaklishad iniclally at walues
zaflacted in journsl voushers receimd
from the Finance Office., With autom=
sted recerds, provision for cost ade
Jjusceancs will ba included ia tha ep-
provad ADP Progrmm. In accountability
racords maintaivad ssparataly from tha
gensrsl ledger or subsldiary ledger,
it ia pequired that costs Teflect thia
foformacion in such acocuntabilicy
resords, Equipment, vhen received,
will ba svaluatsd a3 followvs:

¥heg sepuired by puschgse ordeg -

" will ba taken inco vacords and ac-
LodMts AF codtd ahown on the Jour-
nal vouchar,

b) ¥hen scouized by trageder order

{using 3¥«1i2), will be
given o fair velua casc vhich, 1f
mmountizg to $300 of mote, vwill be
placed under capitalized proparty,
sod fraight charges, if any, will
be added to cthe falr valus cost.

¢} ¥hag Pabeicaced i3 protecs phoss -
aquipsent will be given tha cost

ar chargad to lador shown oo the shop o
der (Form IBWC-48}, ‘aad will be include
in property invancery LI thas cost {s 32
oT @OTe.

3} ) oT
s = will be svaluatad by
tomparison with similar items and curre
sstixsted values,

addad to th ]
293¢ of haavy-duty dquipment and veinicles
owoad by the Sactiom:

&} Tha original &oet of modificattons, snd
che unloading, assembling, and inoicisl
preparation of squipsanc-far-sarvica e
penEAD .,

b) The ioitial cost of safety modificatioe
such as rollovar cangpy tops ou Ersctol
brush guards on brushcuttars, ste.

Ihe follovwing will goc be gdded €o che in-
westgent cost of squipmeng:

4) Cost of rapairs = vhich costs will be
charged to wmaintesuncs of squipmanc,

b) Costs incidant to receiving, racording,
atoring, and manmaging the sguipmeat.

223 PAEPARARION, MAINTENANCE, AND DUSTRIN
IioH OF SQULPMENT RECORDS

-

Each (tem of capizalized sguipoanc will ¢
rocordad a8 follows: .

#) 0 squloegnt yeserds (Form IMIC-279)- L
aquipnant code, description of item, m
mod serisl nombers, scquisition sources,
date receivad, purchase ovder oumbar,
quaatity, coat, jourzal vouchar numbar
dets, location, and accounc oumbar.

b) 0n provortionsl vecord lavout formy {(IW
form for usa In ADP aysten)- the same
{nformation as shown lo &) sbove i3 ra
quived,

Hainssoance: :
. 1s & manual syatem, the squipmant Tecords

cards will be maintaizsed in the Property
Unit., I the ADF Program, the [EM cards
ara maincaived i{n or naar cha ADF opars-
ticas arsa,

Rlasribacion: : .

A priotout covering all equipmant Lisced

IEM carde will be provided to end maingal
in the Proparty Unit. & printout coverin
sll equipment lisced oo LBM carda for lod
usl locations wiil Ha distzibuted co the

covaring prejact or office,

226 ACCOUNTIING COKTROLS

Tha Finance Office will ba responaibis Lo
sacsklishing and maintaiping control acco

2 s 200 UNITED STATES SRCTION MANUAL Rav. 1171979
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which x4flect the valus of propecty
scquired by tha Section, Tha fol-
lowing will gowern:

a) Yonaxpendable proparty to be
eapitalized will ba chargad di-
ractly to the appropriate squip-
MO ACcount.

2} Monexpendabls property vhich if
oot eapitalized may ba charged
diraetly to cost or clearing ace
eounta, As applicabls.

¢) Iteme of preparty vhich are axs
pendable may ba trested in wvary
Taspast &8 matarinls snd supplies.

227 SURSIDIARY RECORDS

Iquipment accountd covaring items of
capicalizad squipment will bs sup~
ported by detailad tacords (aquip~
wane zacord csrds, and ADP IEM cards
and printouts} to adsguatsly identify
units of squipwent charged to such
accounta. Thase racords will be
asincaised {n che Proparty Unit.

220 GOST AQUUSTMENIS

Recorded differences batween acquisi-
tion coats of capitalized equipmsnt
(vaich ara subsequantly sdjusted for
fraight, modificaciomn, snasmbling,
amd othar miscalludacus charges) will
ba entersd by tha Finance Office in
subsidiary tecords, such cost adjust-
mapt information being provided the
Proparty Unit by means of journal
vouchats.

229 ASOCNPASILITY APCORDS RPCONCTL-
AT

Henaxpendable sapitalized propercy
accountability records will ba recoms
cilsd a9 follows: .

a) mmmeﬂm'uw
tion sd quantity as of =
cosmtabilicy recorda will ¥ fedous
uiled to geparal ladger and subsid-
{ary sccounzs maintained by thae
Finares Offica by mesme of phyedis

cal inventory. This rag
e i
omk yoar's allowe
a pariod of 1 mouths alftar tha
taking of physical inventery for
recoociliation of all records,

b} Automsted FecoTds system - the Tem
¢iliscion of sccountability (o gan-
aral isdger and subeidisry records
will b sccomplished ss provided
for in the spproved ADF Frogram.

The aecuracy of the quantity balances

as ratorded iz cthe accountability racords
will ba varifisd by aonual reconziliacion
with results of the physital inventory.

230 JACTIVE RECORDY

When aquipment is aold, cracefarred to anot
Govaroment agency, traded i{n, or worn~cut,
agquipsant records will he removed from actl
sccouncabilicy record fLiles, and stampad
IXPENDED. Tnaccive files will be saintaios
in the same wannar a3 sccive files, subjact
o ultimgte disposal {n sccordance with axt
ing racords wansgemant practices,

231 PAOFERTY JESPORSIAILIY. AND DOCUMENT:TT

)

LH

is

= sach accountable superv
rasponeible for all Govartmant-owoed

arty under and in his jurisdicticn. To
abla such sccountable syuparvisor to prop
faulfill chis obligscica, £l1 suparvisors
etiploysss to vhom custody of equipsent 1
asxigoad, will Ba bald respensible and a
abia to the acecountable supsrvisor for «
mant in their possessien. _

= for clerificaticn purpos

cthis will be dividsd inco 1 categerias,
follows:

1)

)

= pccountable l-li

sanitalized provsrty
vigors ean maincaln eaffactive coorroel

caplitalized proparty by accurace and
called documantation. AL the cime of
its dslivery, the sccountable supery!
or amployas in charge of warahousa o
srions assumss responaibilicy for al.
propacty received, mmd docusants race
of such property by praparation and o
tion of a recaiving report (IBWC-140;
This report is prepared in triplicat
with all ¢sples cranmmitted to tha h
ty Unit for tha following diseribucic
original for accountability file, om
copy for Flosnsa Offica, and ons com
tainad in Proparty Unit (with such o
baing eventually retursad Ee the slx
ting office uponm completion of prepa

procasaing); aod
= bacause of

genarally limitad ssrvice-lifs and m
wmm cost withis the overall invencorn
noncapitalized property dows oot Taq
similar docusmncation as described L
above., BHowever, all sccountadis sup: .
wvisores and partinant staff slemaots s
provide for the adaguate care, prote:
tion snd utilizstion of nencapicalin
preparcy; and ia this area of respon
iey, &ll supsrvisors and ewployass h
soncapitalized proparty La cheir pos
sicn are charged by snd anpvarable ¢
acoountable suparvisor for Lty caras,
:ﬂd’. and use, .

3 mu_m_mmr_m

The smployss to vhom squipment has ban a1

1 G20

INTIED STATES SEGRION MANUAL Rav. 11/1979
' 1e3



VOL, 2 - GENEMAL SERVICES

Ezcperty snd Supplies

233 . 21

signed will ba responsible for tie
fare, protsction and stovage of such
squipmant, Propsr storage faciifties
will be made availadle by che projsct
ar office and vhar found necessary or
advivable, wacchwan or guards will be
providad,

233 PROFENTY CLEARANCE

Upow: sepaxation of an fndividual frow
saployeent vith the Section snd bae
forw final salary paymeat cmn be made,
a1l personal proparty in the fndivid-
ual's possession (1D cards, wahicle
keys, badges, atc.) are to ba turmad
ovar to the departing ssployes's time-
keapar, When all such properey is
sacisfactorily sccounted for, a propers
ty claarance report (Form 1MNC=342)
vill b compleated, signed by che im-
madigte suparviser, and submitted to
the Proquremect Office for approval,
Tha pavsaonal propaxty curned ovar to
tha timekespar will be tracsfarrved o
tha Parsennal Office for disposition
A DACASSETY.

When the above has basn sccowplished,
propasty clsaranze will chen be ig-
suad the departing esployes, sad tha
Payroll Section will be potifiad of -
such proparey ¢lastanca so that the
saploves's final salary paymnt can
be fesuad, Importiit £o remsmber Ls
chat esrtification for final salary
paymant will ba withhald uatil the
proparty clearancs js obtdioad,

434 PROPENIT DeVENTORY

a) Anogual {zveapeory = tha effective
date for submission of mnoual phys~
ical inveatary of paraenal proparey
will ba Jamuary 31 of eagh yaar,

" h) - 48 Tae

Hethod of inveptory sheck
gards pn!om(af ph::icd):m
of sonexpendable {(capitalized
Propazty, mprroximataly 2 mouths
priae o the nextedus inventery
date, m IM printouc Sovering noms
1a {espicalized) proparty
will ba distributad for verifica~
tiom and, vhars nacessary, adjust-
et againae the physical fnventory
to ba caken, The physical inven~
tory record will sontain the mine
{mm following informatica:

1) hriaf descriosion of Llem (manu-
facturer’'s name, wodsl snid seys

isl wsbars, aod fdantificacion
cods oumbar 1f knowa); :
2) losatien of propapsy (if proper
ty trandferrad but printout doas
oot caflact such tramaiar, indi-
cata sffactive date and naw loca-
tion); and .
cowering
aquipmant on iloventory but not

d)

®)

physically saen and inspectad,

All shortages vhich surface at the zeeusl
taking of inventory are to be botad - anc
not subsaquently resolvad as tha {nvectror
prograssaa ts complation, a Cartificate
Covaring Loat of Worneout Pyopercy (IMHC.
139}, and/or Raport of Survey (IKiC-72)
be required,

Inacceesibly located equipment (io Tresmoed
g4ging or Taiio vapastar stations) may
impractical to physically inepecc sod in
such instances, inspsction may ba waived
proyided assurancas,by tha responsible ma
ployes or individual regularly servicicg
snd maintaining such squipwant,are given
to ioventery-taking parsonnal ghat it fa,
in fact, on hand,

All information-containing records togech
with all worksheata used 1B reconciling
tha phyaical count wvith accountabilicy
racords wust ba retained uotil che cowple
tion sod reconciliatios of the unaxt physi
eal inventory.

Sondition aperafsal - 1s conduczed in com
zaction with each physical toveatory., I
covars all property ineluding axpendable
squipment, and ts for che purpose of da-
tamaining L1te sarvicesbility and continua
safs use, When unservicesbls or uzsufe
squireent &3 found, such information {a & .
be soted sand racorded so that tha Taspons:
o::::u.l can detarsine the sction to ba

E - -

Raconsilisticn snd gdiuscpest - upon comp)
ticn of tha physical eounting process, th
aetusl couat will be comparad with quanti.
tiss showe on accountability records main-
teload in cha Proparsy Unit, Discrapancie
not aupported by either IIWNC-138 ox IWWG.)
afear dus search, wust b sxplsined in wry
ing Yy the wccountable suparvisor. If,
Bovevar, differecces ars supported by eith
of tha ahove-stated docummecs, racoeds are
£0 ba veconciled and appropriately adjusce
with the Tioancs Offica.

duy diffarsnces betwesn individual records
wd prior ioventery quantitias, asd che
physical count are o e adjusted within
30 deys afrer che affective data of the i
veRtory, .

Inventory covering

will b4 veconciled with ths prior year's
imventory, taking inte sonsidarstion 21l
purchases and crenafers made, md subuise
sion of all Form IBWC-15% preparad during
that ‘LT, .

= all reconsiliations and
siustaancs 454 to b4 msde vichin 60 days
folloving the affaccive cats of che amnual
lovantory, and the Procuresent Officer wil
subnit & repart on inventory filpndings to
the Chisf, Finsneisl Services, in Hemd-
quarcars Cffiee,
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£) Soecigl joventories - may be ra-
quirsd during sudits vhen chars
i3 a ¢hange in accouncabls supars
visars ar vhen a specific ites
quanticy or locatien varification
12 seedad, Special inveotories
say ba conductad ¥y auditors or
{ind{viduals other thas warshouss
parsonnal; however, auch vare-
house pazzonnsl may ba raquadted
o sssisc.

235 FROPERTY ACCOUNTADILILY

An sccountcabla suparvisor may b4 Ta-
lisved from proparcy accountabilicy
by any ona of ths following circum=
stancast

o) Ixapsfes of sceouptsbility from

« vhen & changé in accounte
able suparvisors occum, the {ncom=
ieg supervisor (e vaquirad eo foc-
wally accepe full responaibilicy
amd accountability for all Govern-
mance-owusd proparty in the custody
of that particular project or of«
fica. 4&¢ tha opticm of tha incom~
ing suparvisor, this may be accom=

plisted by aither of the followiag
methode:

1) Iaking & phveics] Invegiory of
all proparty snd ausmarizing
tha results, in criplicate, in
appropriste fotm.

Both tha incumbent and {ncoming
sccountable superviscrs aza to
carcify all copies of the repxt
a8 to ite accuracy and agraemant
wvith sccountubilicy records -
with shortages being accountyd
far by the ingumbent prior to
his releass from accountability,
and all shortages not propatly
accounced for are fo bs reporcsd
g0 the Adwiniscracive Offlcer for
‘petesnary sction &3 vegards wiche
holding compensatisn for Tegowvery
af indabtedneas. Tha incoming
suparvisor will sccept account-
shilicy for only that praperty
sctuslly on hand. Tha origin-
al of tha duly cereified rapore
will be tranmitzeld to the Frop~
arty Unit, with sach party to
the transfar of steguntability
ragaining & copy tharsof,

Whaa this mthod 19 used to ai-
fect cranafer of accountability,
the physical inventory so tskesn
axy ba vegardad as aatlefying
tha assusl inventery raquire=
mants for the year during which
the cransfer vay sade.

)] ;ﬂgﬂwmm'
- whieh cactifies

that the incoming supervisoer i{s sacis
fied 23 to the accuracy of che projec
records, snd indicates his villingmes
te assume lisbility for ail proparty
corded without physical verification.

Tha sbove~mentionsd form {9 to ba prse
parad mmd axacured in quadruplicats;
original and ons copy will bs crans-
witted to the Property Unit, and each
party te the transfey of accouncabili
will racain s copy for cheir racocds.

b) Tranyfey of property to anochet secount-
bl supepvigox withio the Se¢gicn, of

3]

4

5

; = vhan prop
ty is transfarrad to anothar project or
affice of the Ssction, ap accouncable su
visor will be relisved of zecountabilicy
of that propety by the sxecution of a
Proparty Trazafar Recelpe (INWC-21} by b
the relinguishing and racalving accounta
suparvisori,

Iaatyuegions. for tha prlpl-tl.tim:-ﬂ! iln:

. are shown oo the sample form {fefarence

Agtachment 3). -The copy for the Fropert
Unit must ttanimittad o chae offica
withia 48 hours of any such transfer., I
tha transfar conaists of capitalized pro
wity, the Pinance Office will ba provide
with transfay docusantaicison from the Pre
srty Unic to anzble che Finance Office ¢
revise Lts acoounting ledger.

B
& SA
= whan property is sold,
sccountable suparvisora akall ba reliaw
of sccountability after sxacution, appr¢
sod submissicn of Raport of Survey (INNC
to ths Propesrty Unit for processicg..

Thereaftar, the Proparty Unit will tepot
such propercy to GIA by sulmission of 4
Laport of Personsl Property for Sals (57
124). After sale, G834 will provide docy
mantation to tha Tiosnes Offise and upax
Tacaipt of a journal wvoucher from thac
offica, relief will ba recorded om accou
ability zeconds.

docagion of Propersy = vhen propetly au

thorizad by Report of Survey {IMC-72),

accouncabla suparvisor shall e relisve:
of scaouncabilivy, ss follows:

1 of proyarty becsuse of &
M&cn of God" shall be evi-
deneed by proparly exacutsd documant:
tion by che accountadle suparviizor,
stacing civeumstancas cecsvsicating |
abandoominE .

2) Bastructicn of proparty shall be au-
thorized sftear IINC-72 and Cattifical
of Disposal {LWC«448), sxscucad in
triplicate by che propar supatvizor J
submitted to tha Proparty Unit. (NOTI
Cottain cacagoriss of proparty are n
quired by Fedaral Prepeity Manageman
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Kegulations to be destrayed,
and tha Supply Officer will
advise those items for which
wandatory destruction is re=
quirad,)

Hovever, destiyction of gropes-
i¥ {» oot meant to iofer that
proparty to be placed in scrap
and/or salvage yarda ts to ba
physically brokez by pardonnel
bafors such placemant. Although
this machod has bean tha custom
in past yeaars, it is no longsr
accaptabls md parsonnsl will
discontimue such pracsica.

3} Bengtiog of propsrty shall ke
michorized upon approval of
duly sxecutad Raport of Survey.
The Property Unic will then
prapare and submit to G3A a
Raport of Excess Parsonal Prope
arty (37-120} for advarsisemant
b{. GYA to other Goverrmmn: ages-
|45 1 9

keat, or sccidentsl dessryctiop of,
- 18 aCduntable sue
pexvisor shall be raliaved of res-
ponsihility by reasom cf property
losc provided it was mot causad by
ot tha rasult of deraliction of
duty or nagligsnce; and provided
further that lisbility for such

loss or accidancal dsstryction is
fixad wicth the Tasponzible eaployes,

This proof is aceowplishad by sub=
uissicn, and subsaquant spproval,
of Forma IBNC-71 sudfor IDNC-448,
Report of Survay aad Carcificate
of Lost or Worn-cut Froperty,
raspectivaly,

Upon satd astadblistoment of the nou-
axiscenze of vagligestce or care-
lessnass, sithorised ralief will be
eatared on atcountability records
from informarion provided in either
of cha shove~mancionsd forms,

All Bection~owmed or G3A Motor
Fool wehicles involved im accis
dacts will be reported at ones
by tha vehicle oparator to his
immadiste syparvizor, In addi~
tiem, tha wabkicls cparatar will
complate tha information za-
quired on che various forms eom-
tained {pn wach vehicle's "packsr
ket" which {aeludes the follow-
ing: FF+71 (Cparator's Raport of
Mocor Vehicle Aceident); SF-914
{Invastigacion Rapert of Hotor

Vehicle Accidant) 5o he Som-

L R
Sf. 5250.; SF-94 (Scatemant of Hitoedias); 4
OF~26 (Data Baaring Upon Scops of Employma:

- of MHotor Vahicle Operscor).

L4 T

5 . mst by
Feported and submitcad on Form DS-1661 {3ug
arvisor's Raport of Accident), Tnis Tapart
¥ill ba csed {n lieu of IMNC~72 as & basis
for datermining f{nancial Taspoosibility -
vhaza and as approprists, The iavestigacic
Tapore, togather with findicgs and recomsan
tions made from a reviev conducted by the
Counsel, Parsonnal Directar, Admintistraciva
Offiewr, and ocher individuala concarnad
vith destermining ascion aftacticg the
oparater, will be usad in che finapcial re-
sponsibility decerminacion,

The aceountable supervisor (or his immedisc
aupatrvisor if ba abould ba personslly in-

volved) shall made the decermination of fip
clal responstibilicy whan a wotor vahiclse ig
dimagsd but no bodily {njury or thicdeparty

" claim is fovelvad and no evidenca of naglig

or missonduct L» indicaged,

‘Where bodfly tnjury is Lavolved or a thirds

party claiw is pending or anticipated, whet|
of not avidence of negligence or miscondust
the parc of the operaror exists = ]
- the derwm
minstion of finsncisl respensidbilicy made by
the sccountabls suparvisor (or his irmedfat)
suparvisor, L1f appropriate) shall ba withhej
urtil amy court licigacioo inm settled, or cf
Counsal tlosas tha casa. -

Whan an accident iovolvaes Lrvagularicies, of
fevse or miscondust of a serisus nature, it
shall d& reported £o the Counsel for {mvesci
gation and determinacion of financial respor
sibility.

237 PAORERTY. ACTION DOCURGINTATION

The following transsctions involving cocex-
patdabla (capitaiized) proparty having &
valua of 3300 or more, require survey action
and rapores of survay for documentation and/
authorizacion:

a) Iranafeg to atother office of the Section

b) 3alg of propercy aftar circulariracion as
baing "evailable*vhan che propacty involv
is exampt from reporting requiremancs o
GRA a» wxiess propaTty.

&) of szrplus proparey.
d) of proparty for replace-

WALL purposas = excapt vhen the proparty
is offarad oa g trade-in basts,

o) Gopdemgating fer salvage and/or scrap; an

of property

ragardless of circumstances,

£) Demasion of propercy reported as surplus
for educstionsl, public heslch end civil
defenss purprsas, and whieh if nog dia.
peaad of by donacisn, after teporting ra-
qUiTEMARTE AFe maEf, can ba sold.
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£} Ocher ¢lirsumstancas whazra
chare could ba a ¢leim
against ths Goverrment a3
ragaxds adminiscracion,
cars’, ar uss of Sovernmant
proparty; of other circum= -
acances which, a8 dagearmised
by mad at the discrecion of-
the Adainistracive Officer
or other reviawing authors
ity, would raguizre survey

- actioms ov Taports.

Whan the total amount of loss oF -
extant of dmmuge does ot excasd
$100 andfor possible claims againat
tha Coverrmenat ava tof isvalved,
documantation by INC=159 uay ba
used fn liau of raports of survay,

230 FUAVEY ATTRORIIT NN ACTION
+ vhan survey ac=

Joard of Syrvey
tiocn {» requirsd, iz shall be ae-

couplished by & Board of Survey
suchorizad ko (1) comdust survaya;
{2) Teport Eindings s34 racommen-
dations; sod (3) ensurs that prop-
arty iotendad for salvage of &Pup
for futurs sala is trmnsfarrad to
prapar areas upow much disposition

been approwed; or deaigoac-
ing individuals to 5o act in its
behall,

The Board of Survey will esnaisc
of three()) sembars appointed by
project or office suparvidors ia
thoss locaticns wvheta the proper=
ty is altuaged, PFindings and
racommndations will ba docussntsd
cn IBWC~72, fncluding cextifizaticn
by and signatures of tha Divisiom
Eoginsar,Frojeces Divisicn,and Ad-
wiaiseracive Officer » on behalf
af tha Comniasionar,

Seacial Boards of lavestigacers -
vhich vill be sppointed by tha Come

alssioner to imvestigate utusual
lossas rasulring from fire, flood,
ate, - Covaring raports will ba
sroupetly forvarisd to the Commis-
sionar, with & cepy tharaof ax-
tachad to sm INNC-71 for the pux-
pesa of clescing propetty vecorda
and atcounts,

Tha spacisl boaxrds ave charged
with tha rasponaibilicy of (1) fn-
wescigacing fully all maccers aub=
wnittad te it} (1) reguasting 21l
wridancs basring om the sass (not
limiticg isquiries Lo evidenca
from or sCAtsmants presented by
iocarastad parcins culy): (3)
thotoughly sxamining aod verify-
ing all svidenca presenceé and/or
svailable; and (k) making recom-

mindations consistent vith the ¢izocum-
stancas and findings disclosed by
cx-l.ut.‘.ol_t.

Iz casex lonvolving lost or damsged
property, statemants of circumstancas
a5 wall as findings digelased by in-
vestigatrions shall ba Lncluded in or
be attached co the covering INNC-73,

Damaged _properly - unless Finde
ings discloss the proparcy in=
volvad vas being used for ochar
than officlial purpoass, or an
wmployss failed to axarciae
rassonable pracautions Lin care,
use, ad custady, fuch smployes
will be ralfeved of financiasl
1iability. The inexpert uie of
proparty Tasulting in damage,
while in tha performancs of of-~
ficial busicasa, will sec juscify
holding the smployes liabls. ALl
extaruating circusstancas, howevar,
wmiet be takan iago ecnmidaracion,

lset propercy ~ the zalief stated
sbove regardiog damiged property
will apply vhan the ssgployae L9
abla to sxplain vhan and under
WhaT ciFcunSCancas PrOpaATLY Vas
lose. ZRoiwvar, vhez che ssploysa
1is usable to sdequately axplain
the dissppesrance or loss, tha
board will ba concearned with vha-
thar the smploves had sufficiang
conf¥ol owvef such property, end a4
a result of that doncein, it way
ba teluctant to recommend relief
from fipancial 1liability. -

The deteruinacion regarding an ssployas's
finsneial liability for dmmaged and/or
missing proparcy will be made apart from
snd without prejudice to whacaver persom-
nal sctisn may be approprista. The mats
tar of finmneinl lisbilicy susc be aaic=
tained separate from such questions s co
appropriatenass of ratraining, transfer-
ting, reptisanding, suspsading, sad/er
commanding the smploysd.

239 1033 AMD/O% DANMGE LIABILIIX

411 cases involving poteocisl liability
of an employse will be revisved by the
Personnal Direetor vho will also parcici-
pats in the fingl decision yegarding such
1tabilicy and will {niciste any propes
Tealaced parscens] actiom.

It sh4ll be tha responsibilicy of tha
sccountable supsrvisor to sstablish

the Sovarrment's elaim against an a3~
playes whas such eaployse is fcund 1i-
able for proparcy lose sod/or damage -
ot vhan an wmployes valumtarily sccepcs
1iabilicy chersfor, Raatitucisn Eo cha
axtant of the Govaroment's lees should be
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sought, and i this counection:

4) damaged provercy - the

Caverrmmnt's less will
uaually be (1} cha coat
of nacessary repaifs,ox
{2) the 4iffsrance be=
twesn tha valus after dam-
age a8 compared with chae
bafers damage occurrad,

®) loat prouagty - the seas»
uzs of the Govermmant's
loss should be the ap=~
praiasd valus based on
the last kuowm cenditicn
of tha propatty.

1f yatrlemapng ¢an ba effactad,
callaction shall ba wads and
deponited by the Finsice Of-
fice inte "Hiscellanaous Ra=
caipes” of the United States

Traspury,

If agremmect cannat be raached,
tha Adminisevacive Offiver shall
be so advised and furnishad copisn
of &1l documents, JCALSBONCE,ATE,,
purparting to sscaklish ths sm-
ployes’s indabredness, Mrsiant
to lnstrustiovs from the Adwmindas-
trative Officer, the Finaocs Of-
fica will procesd with nacsasary
collaction action.

In tha absssce of spacific
statutory mychavicy to en~
dble eollection from an ews
ployss fot leds of or dmmage
to properly resulting from
zaglact of cavelassnass,appro=

Lo praveat & oscurvence.This
uay Tongs from werbal or writ~
ton Toprimand in the cese of
winor leaa or dmaga, to sus-
fica fvom ducy without come
& Liwporary pars
iod, or removel from office.

240 THRFT OR DAMAGE RFPORTING
REQUIREMENTS JO LA GX~
FORCEMENT ACENCINS

Whan theft, of dmmage undar cir-
cumstances vhish indicste break-
ing and entering, or other acts
of burglary or vandalism occur,
and {a) tha loss to the Govarn-
mant {2 1B axcess of 330, and ()

. thara is o indicatien of any

Section smployes baing involwvad,
the incident shall Immediataly .
»a reporzad ¢o local law enforces
want agsnaies or to the Fadaral
Buzem of Icvascigacion.

Yerbal Teaports should be con-
firmad {2 weicing, apd sscica

of sction taken zhall ba for-
varded to the Commissicnar
through tha Administeative Offi-
car, togetkar With a statemenc

of eircumstances in tha case, in-
¢luding tha lsw enforcemsnt agace

¢ies so nocified,

In the wvent Section amsloyess
aze lovolwad In theft and/or

‘salicious dasage to Government

PTOpRILY
» tha Parscos=

rel Direcfor shall ba noti-
fiad {mwadiataly, and all
pertinent facts rapored
chrough channals to the Com="
mlisicnet. ’

Whea loss to tha Goverrmant
is wodar $50, a raport t2
local lew enioreemant igan-
ciee or tha Taderal Murexa
of Invastigation will be
mada sz tha discretion of
the fiald office ox saction
hesd vhars che incident
ook place,

If suck g rapore ia wmade, che
Commiseionar, through the Ad-
ninlacracive Dfficer, will e
29 notified,
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2ax5 LI - Warabouse Ooerations = pro=
wides the rsgulacions and guidence to
#ll fisld office warehousa snd srors-
Took personnal throughout the Section
in the performance of warehousa opar-
4tions. Policies and procedurss con=
tained harain provida for (1) racoxd-
ing all recsigts and l3susnces of
materials and suppliea, and squipmant,
in & sacnar whish will snsuze & record
of sccountsbility amd respoasibilicy;
{2) clasaifying, fdencifying sud pess
lodically foventorying mscerials and
supplies in the Jsctien's cuatody;

and (3) storing and protaccing aup-
pliss and materiale in a sssner vhich
will snsurs propar cars snd safekesp-
ing panding cha svmncual vas for
which scquirad.

242 [RPQIITICNS

= 5T propar-
‘ty {tums whirnh, vhen utiliszed, lass
identicy or becomm am integral pazt -
of resl proparty.

Aniivman - is propexty (sbop tools,
furpiturs, ete,) which wben ygilized
doss not lase idangity or bacoma an
intagral part ¢f other squipmsut ot

peTeanint instiallacions

243 RESPONS IBTLITY-ACCOUNTADILITY.

Basponaibility = the projece supars
visor is zhargad wich tha respocats=
bility Z2or all phases of warshouss
opatations, with the datailed ace
somplishesnt of these antivities ba=
ing assigoad co the seployes in
charge of che watshousa., Ia erdar
to £ix spacific vaspomnibilicy for
the cuscedy of proparty in storags,

als deaignated by the owploysa-in-
chargs of tha praject suparvisor, 4s
nay e required,

a the sapleyes in
o warshowss, or the proj=
sst superviser, has the obligation to
ssistuin preperty teserd sscounts cove
aring all sacarials smd supsiise,
vhish accounty will W subjecc o m-
diz by dasipnatad saditors or ravisu-
L1 ™ -

264 OPERATING ACCOUNIE

The saployes-in-charge dasipnated to
supatvisa varshouss operations, snd

varshouss persounel sssigned to him, are pri
uarily raspounsibls for the aconomy ard effi-
clancy of such opsrations, Tharsfore, opecal

‘Leg aceounts ars majacaioed to effsct such

eontrol. Iz 1s imsportant for thass employaa)
to learn ¢24 bacoms knowladgeable ragardiog
the nature, faaturss aad records of operacin)
attouncs which ave rataisad in bur oada avail
abls 3y che Finsnce Office. Thass oparating
accounts Ars udad to sccumulace and diszribui
varshous¢ 9xpansss as relaca to varshouss 9
aracions.

265 ACOULIITION METRODS

Haterisle s supplies, and equipmenc, ars o
quized by (1) tracefar from other Govermmans
agencies = this being the firsg soures of sug
ply: (2) purchass from GEA Federsl Zupply Sai
vice; (J) purchass from commsreial Apurces;

and (&) trmmsfst bacwesz Jeerisn varshouses.

[ndividusl purchased geounting to less than
$130 can genarelly be mads by ¢ssh paymsocs
with sonfen from Imprast Funds,

’ My
Capitalized aguipmut ( or BTN} Tequirat
the submission to the Frocursssne Offfce of ¢
completed Raquast for Purchase which will ger
tain secasdary aquipsent requirements, specii
cations and, 1f available, brochurss asd 1ige
tute &4 relats to tha typa of equipment Tes
quasted for purchase., HNo cxpitalized aquipm
will be purchased upeil such complated Laqua:
for Furchass Ls submittsd co tha Procurmmnt
Office,

246 RECKIIT OF GOVERMMINY PROPEMTY

Tha smpleoyes vho affizas his siguaturs co th
cacelving copy of che purchass order is cars:
fying that tha proparty jintsd thereot has
basn received, e Bis sipnature serves the -
puspoas of mdvice to the Floance Office that
peyment of Covermmnc funds for the proparty
ordared sod raceived is in order. Thus, ials
4l accountability for all squipmsnc, materis)
and suppline receaived by che Ssccion is escal
iiabed with tha duly-recaipced copy of purchu
oaxdax. .

Although the actual sad formal receipe of pr
axty ovdsred 1 sccompiishad by che smployss
whasa sipisturs appesze om the Tacalpt copy «
the purchass ordar, tha project wuparvisor .o
swplayss in chargs ofmrehousa oparations ae:
sumsd lasadiacs raspocaidility for all propm
racaived apan sush formal Tecalyt by ctha rac
iog ssployes.

247 STOMGE, OF SOVERIHMENT. PRONOTY

ALl wateriale sod supplias ozdevad and recal
for Tetsntios ilm warehouses ave to b storad
bine adaquataly fdascified by pave or Fedara
scock cumbar, descripcion {name) of articls .
individual bim oumber, Idsacificacion will
by means of a labal appearing oo sach bia,

Tha article coms Af appanrs on the bin labal

I @ 00 - UNITED FTATES SECTION MANUAL Lav, 1171979
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YoL. 1 = GENERAL SERVICES

Tropazsy sod Jupolies

248 -251

‘wfll w¢ idencical to thae shevm on &

varshouss sZock vecerd card covering
the iksm involved. Whan it i3 oecass
sary co stors more thas ona item io &
singla bin, idencifyiog labels for each
feem #o scerad will ba indicstad on tha
bin.

The wvarehouse stotuge bine will be of
mtal construccion, with aach row of
watal scorage bine to ba alpbhabetical-
1y latrarad ("A" = firsc row, atc.).

All materisles and supplies atered ino
other thas warebeuss stavags bina will
ba identified so o8 to ba vendily ref-
arspced to the applicabls warshausse
stock vacord cards,

All suppliss snd wacarials shall be ae-
signed catsgorias such as miscellansous
automctive pATES, TTRELOY PATLE by maou-
fasturer, veldisg suppliss, ete,, for
prompt idencificacion and location pur-
poses, vwith corrasponding labals oa
storage kine.

248 INVDNTORY OF COVERMENT MOFFRIY
Prreicel IRTegEory + ‘Chlsindutuetulommunt
laastvammuabbyyof 211 satarials and
suppling 1a varshouss and othar atars
Age afend, AR & genaral ruls, tha
physical imventerying cf warshouse
stocks should ba on & comyinuing has
s throughout the year by ¢ha eyela-
counting of cartain atd sufficicac
itama or catagories to shiufs coTTEcE
tatals At the taking of cha ovarall m~-
aual physical imweatery. THTTYCIL~

€ .
If results indicats & great discrepancy
im ooe or & mmidr of {tews and che dif~
farencs cannot ba Ldantified, vershouss
redotds shail ther ha sdjusted by pro=
casping & journsl voudheseedewinamgs
shotbniibiaipein turn, shall be posced
to the sppropriaca stoek racard cacd,
Soah odivstesac will ba sceceplished

" aftey Teview by and mpproval of tha

Frojeac Superistendent end the Chisf,
Fisaosisl Services,

ﬁﬂm = & Teconcilistios
stock value aod warshouss ceatrol

will ba affest

» Witk the Tepoasilistion co b
sommenead wa the 1PT"TIYTI"EEE Rk,
Tais zacenxiliscion L3 macadiary te da=
taruios sgreeamast heTwesn varshouss
stock valuas and somtrel ledger valuae,
Ir Ls acsomplished Wy the Tumniag off

PR TV TN st el

VADAME T IErT-ASper
[

I The folloving vegulatioms will

cover the adlustmiit of overages sad/or
shovtagen) t

1f che overags and/or shortage differ-
soca batwesn tape and concrol ledger
cotals 19 lass than $50 and the dif- .
farence cannol be ildentified or locatsd,
such smounp wvill be wriceen off usiog
Form IMIC-42, by chargiag or craditing
thh waTshouse expanss sccount (L4h.2
Sroges Lipense), :

If, howevar, such overags and/or shorte
ags diffsrence axcasds 350 and che dif-
fovanca cannat ba idetcified or located,
the matter will be brought to che atzen-
tion of the Project Supertatandent and
be will dscaruing the addicional staps
pecsasary to sffsct adjustmecc, :

- ioventery

Rasording sod yecopsiligtiog
daces and guantities shall ba sutared on

warshouss stock record cards as inveatoris
prograss, Quantities counted absll de cow
pared with quantity balances an varshousa
stock racord carde, and may differences ng -
soted sball be adjusted, EIvary affore wil
ba mada to locats arrors and maka propar
eorrections at sources, Such effprra shoy
ingluda bt wot be limiced to checking rTag
computations to scesurs mathesatical sccurs
of quanticy balances abhown o= cacds, and 3
viewing teceist aod issuance docussnts ea-
zezad on the cards aince the last previous
iowvsncory, I srTors can be so ldentifiad
approptisce corzections shell be muds in
the warshouse rscords,

269 FROCUREMENT OFYICE DOCTMENTATION

The Procutemant Office will provide recein
warehousas with 1 copies of each purehasa
dar (3F«147), GIA Tequisition (SF-)6k),
cranifer oridar (B¥=122}, a» applicable. ¢
cepy will bear the "racalving stmmp™ to b
signed and dated vhen materisls and suppl!
ordevad are received - and viil ba traammd
to the Finance Office vin the Procurssent
fice, with the othavr ¢opy baing ratained 1
the recaiving varshouss for tts files, &
peditious handling of all tecalp: eopies ¢
purchaas ordecs will ba sccowplished, part
larly wvhes time discounce ars inovolved,

(mmmm

Lxtept a2 say ba otharwise sechorized by ¢

} Commtsuionar, by slectroais ov other mach!

processiag sathods, ths praparation raqull
mants far various forms praseribed for wam
houss operations sxe contained ia

and a spaciman coapy of all such [orms ara

31

Proparcy from varshouss stock will be Llea
for officisl uss omly sod to choss employ
apacifically suchorised to withdraw stock
Primary Tasponsidbility vascs wich the Pro
Suparintendest {n this ragard, asd Ls del
gated by him to the employss 4o charge of
varshousa oparactions. qUAREE ST Bade
warshouss stock on om}

: o820 . UNTTER STATES SRCIION MANUAL Rav. &/1979
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ATTACHMENTS :

1. Accountable Suparviscrs

2., Groups and Classes

3. Warshouss Operations Forms, and
Explanations and Preparation
Raquirements

4, Spescinmen Copids of Forms Covering
Warshouse Cperations

5, Specimen Copies of Forms Covering

Proparty Operationa




Proper

and Su

VOL. 2 - GENERAL SERVICES

ACCOUNTABLE SUPERVISORS:

ATTACHMENT 1

- ation _Position Title
El Paso Haadquarters Procurement Qfficer
ElL Paso Hydro Supv, Hydrological Engineer
Upper Ric Grands Projects Project Supsrintendent
Alpirve Eydro Hydrological Technic¢ian
Dal Rio OSM Project Engineer
Dal Rioc Geology Supervisory Geologist
Del Rio Hydro ‘ - Supv. Bydrological Engineer
Eagle Pasas Hydro Bydrological Tachanicilan
Falcon O&M ' Project Superintendent

%

ﬂu.‘linsen O&M t-otoooo)

Harlingen Constructiocn) Project Enginear

Harlingen Hydro Supv, Hydrological Engineer
Laredo Hydro Supv. Hydrological Engineer X
Presidio Construction Project Enginser

;;:.?f:f?; Engineer-in«Charge

* All prnpur:y inventories for Eydro Offices,
with the exception of El Paso Hydro, will
go through the Larade Hydro Office.

2
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GROUED AND CLASIES
grous giyl Jesiocion
i? Jmall evatlt . -
19 35 Dradges
1¢ %0 Hiscallmecus vessals o
.20 - - 10 Ship and boat prepulsion cowponencs

0 20 Rigging and rigging gasr
Maxisw hardvars sod hull ftems

Buoya
Miscalimaous ship and marine aquipmect

Fassengsr motor wehicles
Trucks sad truck tractors
Trailars

Motorcyalas

- Iraezore, -hn-tn:k. low=spead .
-Tragtars, vhaslad
'l.'nnwn. track-lsying, uﬁ-w

Yehicular furniture sod stesssorien
Niscellsamous webiculsr compocanta

Tives md tubes, poeumatic « szespt aiversfe
Tivas, solid ad cushion
Tire vebuilding, and tirs and tube Tepair sacerials

Gassline Teciprocating sngines

Diasal sagines sl componants

Staan auginas, :u:nouu.u‘ = sl couponants
Scamm vurbinas snd compomanta

Watsr turbines amd warsy whasls

Gas turhines and jet angines

Misaallmaous engines il ¢ompovanty

Eogine fual systal compondancs
Nisasllmsous ecgine accussorias

Torwes convertars snd speed changers _
Gasrs, pulleys, sprockets, ol cranmissios shala "
Misdullemiinia powar transaissios squipment .
Voodwerking machines

Tosls and attacheants

Joriag nachines

Sresahing wachinas

Prilling wackines

Gaar sucting zad Iimishing -nu.u.

liing spuipment
Gas wmliing, hesk cutting and -nu.un uipmsnc
Nissailasacss veliing aquipmant
Nissallsmecus walding, seldering and brazimg supplise sod accessoriss
Sonding and ferming weshines
Bydvaulis sad pusumstis prassas - poamt driven
Whanizal yressas = pmer driven
Funshing and shasring mashinas
Riveting mackinss
Kachime Esels « portable
Mashine shep seta, kics, =ad sucfics

Industrial sewing wathines
Miseallomsous spgelal imdustyy muchinary

R ¢ EEYEEEPPERERPRPEEERE HE S52 U8 BUBEEES 222 LR eRe wgow
3 § SLLLIALYRBRUCTERFLRE 8B S¥5 85 IWYLBES £5T 88 85 S¥B5 3¥8
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ATTACHMENT 2 (come'd.) |

~Parcsiveicy

Talaphons sod telegraph equipsans
Cryptologis aquipmnt

Talstype snd faseinils squipmsnt.

Radio mnd television commnication

Radto mevigaticn equipment .
tnsevcommnication and poblic address zystems
Sound Tecording snd reproducing squipment
Undarwater sound equipsent

Miscallansous commnication equipmant

Cails md txamaformers

Sapisets, hamissis, microphonds and spaakars
Aotensas, waveguides

Misesllapaons slestrical and alectronic compomancs

Mators, eleserical
Savarators mod genAratur Sers
Trmaforsars

Conveartars

lattariss, primacy

Batteries,
Miscellmseous alectris powmr and discribution squismsns

Indoes smdl oucdoor eleceris lighting fixtufes
Tleceris portabla and hamd-lighting squipmast
Blascric laaps

Bon~alsstrisal lighting fixtures

Misssllmeous alcrm ad signal systams

Kavigaticazl instramsnts
Tugime imstrupests :
Flactrisal and alestromie propertiss measuring asd casting LnecTumencs
Lebecatsry squipmst ad scpplios
Time sasring instTesents
fastrumsnt S
1e4l sl aatrowemical instrummace
Matseselogisel instrumsncs asd spparatus
Lasmri=datastiag inecrommts and apparatus
Sedlas il balsnaas
Drafting, surveying, and sapping imscrumants
tiguid aed gas flow, Liguid level ant mochanical worion measyre
ing isstrumints ) .
Preiouse, CENpETATHES, bumidity-maasuring amd scncrolling
instrmants
Copbiaarion asi utscallapaows inscramsats



SUBPART 101-43.48 EXHIBITS

.

10143, 4301({1)

{e} The approprizte disposal condition code from the table below shall be

ansigned to each item cecord. report, or listing of excens paraonal property:

umlzﬂm Wowl dafinition Enptrrciind duliration
1 Dol ... ..ot e Langiid propaty Pl i uneishh WPRLE DTS Bl wbrRcal OF v
) chirrgeabin with niwr divrg o rtevhal Sapply 30UICRS,
1 L J— v LNUBME PROJIy 1St B wBBinG WAINOUL higaias, ol @ Gelerorsied or
il b Tl S st LAY i SO iyaderid
Unosadu=p Kirvanad peoparly 1hal o Uiy weliwil ipairs, bt SOMpIdIraby 59-
:‘ilrﬂl':.w E2inagh iy Misioierid 9 clapaly v pecpar-
U= QOO covsririnnrarermmncnsns KBS POy That I UBale wIlROUE MpEns Sovd Malt of U UBal g
. L
] U oo Ul riperty thet s usaie WROUL Tepairs, But s SORRRLAY T oF
UGS A WY OMN NN (VOIS
m:-m Spt delirweon Euivviod dufimilion
L0 Y Uﬂmumuuﬂﬂwmﬁhm
WY OF HNANORE K3 Tep il Till nisvidery ity w8 el o
g repdwrs will ION b reguineg.
L L T T T Famrtel raphirn Siw Mot Al viuld not svosdsd 10 pavcent of origh
bl BORERMNON Sxbel

Rapers rO el .c.....c..ccv. Fguired s S parsiervisin 2 B8 SUUMAARE ¥ renge o 18

il ) AQ il o eiprest OgLANON Oout

¥ PR PO ....ccooccree.. PO PR S Pl PRI Jriparty i Baally dirnaqed, wom,
o Selrcrahed, Al e seliesnd W NS oM 4 pertant @ &
paropnl of ongnal SCqLEMAG L,

H L Prigeirty hish 50me valal v Sl of tis banic meterl Comeen, Sl
g o tonabineian 43 UBE S0f 1N anprally wiended PuERe B

Fopar jor &y ubd il ceed 85 parcent of
T Orgereal ORISR WAL :

1 Sop et YAt b A L SRt e ey e e

(f) in addition to the appropriste disposal condition code From the table in
paragraph {e) of this section, wach ltem record, report, or listing of Department of
Defense excess personal property shall also contsin the appropriate supply condi-

|
3

ton: code aasigned before or at the time the item was declarsd excess, axcept item .

records, reports. or listings of contractor invantory when ¢ determination is made
that inclusion of the supply condition code ls lmpractical. When available. civil
agenciss shall inciude the appropriate supply conditton code In sach ftem record,
raport. or listing of excess persana! property. Thess codes, which provide addition-
al material condition information for screening purposes, follow:

Supply Oornii [T [Z
e
A Sarvongiis  MouEbiy A Mew, uaed, repanad 8¢ recerdNond Melenal NS i icvosabie wd
aifchary. bl % 0F sasomers wihout NN O PENCHONn. InClocing
kil wih vy T § morihg sl
[ ] Donionaiis Didubitih wifs qudlih. Now. Usarl. Pepared, o PTG MR TNE B Srveadibie &%
Satian, usbie s Ne rdergied PPy Il i resrc oM BIUS M M-

FEDEAAL FROPEATY MANAGEMENT NESULATIONE
[AMEMDMENT W=1%§ APRL 18939} 41143.2

“
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' - A
WAREHOUSE OPERATIONS FORMS - ATTACHHENT 4
Form Number _ Title

18WC-39 Request. for Parts nd Supplies
. igl Continuatfon Shest ~ - -

" Warehouse Stock Record Card
. 1 Request Far Purchass.
4 Warshouse Requisition
43 Harehgouse Charge Sheet
"4 Cost Recap

» 45 Menthly Cost {Mstribution

EXPLANATIONS AND PREPARATION REQUIREMENTS FOR WAREMOUSE OPERATIONS FORMS

~"{3WC-39 'R for Parts and Suppiies’ - 15 to be usad for requesting parts and supplies
... Trom wirehouse stncE. gr sTgnatures of "Requester*® and “Supervisor®, warthouss persannel

. wiT1 have the documented official wse-and authority to {ssue parts and supplfas.

1BWC-40 'ﬂ;g?y;g 5!,_@{:]: Regord Emt' - provides by physical accountability the record of
warghouse stock; constitutes a subsTdfary record required to adequately 1dentify ynits of
stock charged to a particulary warahouse account and Tocation; provides records of acquiss-
tion and issuance of all warehouse stock: and provides information necessary for {nventory
contrel and management purposes. This form will hava posted to 1t all information contain-
ed on Form ISWC-42 (Warehouse Issue) and transferred thersfrom. [t {5 important to remem-
bar that IBWC-4Q will contain informatfon covering ons particular {tew anty and when & par-
titulér warehouse stock record card is completed ?thcl'l provides for a total of 76 entries
an both sidas of the form}), the balance-information will be carried over to another ware~
house stock record card and this card will continue the compilation of acquisition and issu~
ance information covering that partfcular item.

Average unit prices will be established for the total quantity of identical 1tems on hand
and the unit price, as tndicated on each card, will be adjusted as necessiry with each ra-
chipt-éntry. A1l cards will provide {nformation covaring the nzme of the article, the part

. or Federz! Stock Number (FSN) and category of the article, and with each stock recard card
an insart will be used which will indicate Tocation, unit price, unit of issue, class num-
ber, article, part number, etc.

Warshousa stock record cards will be reviewsd perfodically {at least annually) to ensure
that (1) itexs having ng 1ssus-activity for over an extended period of tirme are considered
far disposal to accomplish reductions in stock and/or elimination, and {2} stock balances
are sxintained reasonable in 11ght of turnavar rate and procurement leadetime. -

A "Xardex” file cabinet identified as “Inactive” will he used ta Mouse warehouse stock re-
cord cards which are completaly fi17ed or closed out and, therefors, no longer required in
the activae file. Such "inactive” records will be maintained unti] such time as the records
u? be destroyed ar removed in accordance with the Section's records mansgement system re-
gulatfons.

1BWC-41 _‘Request for Purchase' - represents the fnitial step in the procurement of supplies
and nterh!s for replenishment of stock or acquisition of shop or work equipment and/cr ser-
vices, This form 13 mngltuﬂ. Datailted ingtructions for {ts preparaticn and completion are
shown an tha reverse s of the form, The lack of any required information will result in
the dalay of purchasa &nd Final delivery of the requested item.

- ¥ ' = decuments {ssuance of msterisls and supplies carried in wars-
use stock. propd shall Teave the warshouss or be removed from warshouse records
withsut proper recaipt or documentation of this form. Such documentation is to be completed
-qither diily or weekly, as detarmined by the employes in charge of warehouse operitions.
The form provides for a number of entries of which number gnter will be determine by the
raquestar of how many 1tems are fssued from stock, The smploves or suparvisor who receives
the supplies or materials from the warehouse steck will sign the form on tha space provided.

Warshouse Tssue forms will reflect _tb.tuﬂmn%r,mug_t_, number, quantitiss and description of
i 3_pricing of the itess will be accomplished by using the avarsge price shown on the
stock record card (IBWC-40), with the unit price sxtanded to veflect the totst amount, After

# the posting procedures nave been accomplished, totals will be drawn (with such amounts being

fn dgreament with those shown on stock record cards); the farms will be dated ané duly signed
by the pasting amployes. :

[SWC=43 ‘Warahousa Charge Shest' = 13 inftiated (n the Finance Office, and covers purchase
ardery and imprast fund ticket-receipts which have dean drocessed for payment through the
Atcrusd Expenditure Ledger. It reprasents an sccumulation of warenduss charges, and indicats
¢35 the refgrence fumber, date, vendor, and -imount of purchase. This form together with coples
of invoicay end imprest fund tickets srw transmitted to the applican’e warshouse not less
than once sich month for transfer of informatfon to warehouse records.



. AREHOYSE QPERATIONS FORMS - (cont)

(BWC-44 'Cost Recap' - records all materials and/or supplies received by the warehouse
or 4 particular month, togather with the numbar and dollar-amount of issuances for the

same month, A copy of this form will be attached to the Monthly Cost Distribution Re-
port {IBWC-45). ' .

IBNC-45% '#nthlz.ggﬁ Distributfon’' - this form will be used for documenting both the
wirsnguse Tssuances and receipts and the shop Tabor cast for submission to the Finance
Office at the end of the month. The project and type of report (warehouse ar shop labor)
will be indicated on the 2 top lines of the subject report; the month and year will be
fadicatad in the MONTH column: tha overhead parcentage, if any, will be requested from
and provided by the Finance Office, and so indicated in the “3" block; the first § digits
of the account numbsr will be indicated in the CONTROL column, with the remaining digits
indicated {n the SUBS column; remarks pertafning to the account number wil) be indfeated
tn the UTHER REF ALl cofumn; figures as shown {n the AMOUNT and QVERHEAD AMOUNT
colunns are to be added and entered fa the TOTALS column,
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REQUEST FOR PARTS AND SUPPLIES

FROM: ' Page of

Pages
TO: Profect Hhrnhausg Date Requested:.
REQUEST.THE FOLLOWING ITEMS BE FURRISHED AS SOON AS POSSIBLE:
PARTS
QTY [PART NUMBER NOMENCLATURE OR DESCRIPTION Boox | WAREHOUSE
REFERENGE
PAGE
Prior Supplier, If Known:
Above items ars for the following: Account No, IBWC NO.
' FACTORY
MAKE MODRL: YEAR: SERIAL NO.
HOUR METER/
MILEAGE _VERICLE License Plats No.
Ref. Shop Order No. REQUESTER:
. SUPERVISOR:
This space reservad for tha Warehouse/Supply c&grk
SUPPLY CLEEXK Date Completed:

IBWC-39 - “a
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REQUESTER:

REQUEST ¥OR PARTS & SUPPLIES

(Continuation Sheet)

Page " of

Pages

PART NUMBER

NOMENCLATURE OR DESCRIPTION

PARTS
BOOK
FAGE

WAREHOUSE
REFERENCE

IBWC-39A

fataar
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. _
- -Piﬁnmml Description and Vandor

REQUEST FOR PURCHASE
{ Ses Revarse For instructions)

Routing 7 Action / Initigls DATE _ REQUEST FOR PURCHASE NO:
PURCHASE ORDER NO:

l.

2. -

3. D, Chisf Action

4, Dir, Admin., Svces, ' ACCOUNT NO{S):
5'

&,

Fin. Sve. Br, Funds UK
Gan, Sve. Br., Order OK
7. Purchosing Agent:

Neadi Oty [Unid y,a;g P

e et e e —— — . —p. g ot ey | ey - — e — i —— —

{1t prics is unknown use estimated cost) Grand Total $
R e e P DA e ol

Ordering Office ! Dalivary Addraas:

JUSTIFICATION:

Contract Not
'-o-"o- )

Pleoss show shipping chargas os @ separcie
item on your invoice. 1 freight churges sxceed
$ 29.00, pisase attaeh o copy of the Fraight bill.

(Signature)
Qrdar Confirmad With:
Terms;
invoice Na.
{Tine)
Classificetion : /b o/b m/b
IAwl-4) Date:

Rev. 8-03
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Form [B&%
: {Rev.
INTERNATIONAL BOUNDARY & WATER COMMISSION
U, 5 & MEXICO - U, 5, SECTION
WAREHOUSE REQUISITION
Project Date - Req. No.
Following issued fox
Acct, No. ~Debit Qty u/I Irem Unit Price Am
Vo
Acct, No. = Cr, Amount . Totﬁl.
=“Tate LnEresy SUPPLY Cielk
Total ' - Received above:




-

Project

WAREHOUSE CHARGE SHEET

Location

No.

Date

IBWC-43
{Rev. 4/8

Enter on the Warehouse Stock Record Cards the following transactions to be
charged out to the various features as requisitioned.

Raference No.

Date

Yendor

Amount

Date Charge Sheet Received:

Supply Clerk:

SUB-TOTAL

MONTHLY TOTAL

Date Entered:




IBWC - 44

(6/81)
f ) - . .
o) . INTERNATIONAL BOUNDARY & WATER COMMISSION
COST RECAF
MONTH/YEAR BALANCE FORWARDED
RECETPT NO. _ DATED  DATE POSTED  NO. OF P.0.  _ AMOUNT

p o — - — R —

TOTALS

TOTAL AMOUNT OF ISSUES

TOTAL AMOUNT OF ISSUES GSA
BALARCE CLOSE OF BUSINESS




United Staces Ssction
INIERNATIONAL BOUNDARY AND WATER COMMISSTON
Uniced Scates and Maxico

gﬂ!ﬂ' CgS'l.' DISEEIBQION

IBW(

—

IBWC-43
(11/75)

3 ¢ P 0 [iesiibiesssras

APPR | ALLOT . MONTH 0/H RATE v REF
12 4.5 (4P | § ———P 1y (D] 5.17.08 —M 1.2
£05T g g
ACCOUNT i OTHER REFERENCE DETANL
contror | suss |§] € Auount T overneay | o0l
22e—ew25|26.27.2828 | 30 AMOUNT

TOTALS




ATTACHMENT 5

PROPERTY FQRMS
’ Form_Number ' Title

18WC-21 Proparty Transfar
w 53 Acceptance Certificats
L 4 Report of Survey
o 140 Recelving Report
1% WOIS/Lost Property Cartificate
» 2m Equipment Record
* u2 Praperty Claarance
" kK Property Computer Format
. 358 Cartificate of Disposal

EXPLANATION AND PREPARATION REQUIREMENTS FOR_PROPERTY FORMS

16¥C-21 'P Transfer' - used to report 211 personal property transfared from one
Flald office or project to anothar within the Section, also, to raport of a1l property,

in summarized form, transfered from uutiofnq to incoming supsrvisors In that field office
or project. Submit this forw, in tripiicate, to the E) Paso Property Unit whan {1} the
item 15 capftalized property {$300 or more) and {2) & sumarized transfer of property
betwesn supervisors.

[BWC-53 ‘Acc nce Certificate’ = use this form to certify that the fncoming supervisor
% satis as to the accuracy of the fleld office's or project's property records and
tnventory, and has waived the requirement for a physical invantory. Subait this form in

quadruplicate to the E1 Paso Proparty Unit.

1BNC-73 ‘' Rgport af s_qg;*' - this form is used to report all proparty 1{sted on the
Droperty inventory which 13 set up for sale or transfar/donation to other agencies and
for capitalized property (3300 or more) worn out in service which wil] be scrapped.

MW' - this report togather with a copy of the receiving copy of
the purchase order w be submitted, in duplicate, to the Praparty Unit within 43 hours

. after recaipt of capitalized pmgnrty {$300 or more) at thzt lacation. One copy of this

report will be submitted to the roperty Unit for all moncapitalized property (S50 up to
$299.99) such as power tools, small equipment {atfice or shop).

IBWC~-159 'HOIS{L::;; Prggra Elrﬂff%ltl' - use this form to report noncapitaiized pro=-
perty wern out In sarvice 9y and 1ess5) and property last/stalen together with all-
gircmrsc;ulms and raports to Taw snforcement offictals, Submit in tricoliceta to the
rop t.

[8WC-279  'Equi t Record’ - this record will be meintained by the fisld office or pro-
et and W e & nforsation, of capitalized equipment, such as make, year, model,
serfal nuober, weight, tire size (1t applicable) and eranemission, transfer case or PTO
number, Whanever & piaca of squipment is transfered permangntly or longer than & months,
this form will be attached to the transfer Receipt {IBWC-21}.

F_\ﬁiﬂw* « Upon separation of an individual from wployment with the
zction an ora TInat seldry paymant can be made. a11 pertonal property fin the indivi-
dusls possession, such as D cards, Government Venicle License, keys, badges, etc.. are to
be turned over to the departing aspioyes's supervisor. When all such property 1s satis-
factorily accountad for, this form will ba completed, signed by the supervisor and submit-
ted o t{I Procuremant Office for aparoval and then transmittad to the Finance nffice,

10 cards and vehicle license will be send in to the Personnsl Qffice.

18YC= M. uter Format' - this form will be prepared and completed by the
ropd rom schiving raport for input in the AOF Property Program.

- ' 4 ol ' . (Obsalete. This form 1s incorporatad in the 'Report



IBWC-21
(Rev, 4/83)

PROPERTY TRANSFER

Transfer No. Date

FROM:

Project/Fla!d Offica Signature of Accountable Supervisor

T0:

Project/Field Qffice Slgnlturg of Accountable Supervisor

FSC | IBWC No. DESCRIPTION COST

REMARKS:

INSTRUCTIONS

Use this form to report a1l personal property transfered between
Section Profects/Field Offices. Prepare 1n triplicate and submit

b dabam Pesm oo nen Hosndaowbews ASFL -
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IBWC=-33
(11/7%)

UNITED STATES SECTION .
" INTERNATTONAL BOUNDARY AND WATER COMMISSION

UNITED STATES AND MEXICO

ACCEPTANCE CERTIFICATE

Date:

I, the undersigned incoming accountable supsrvisor, have satisfied myself

that the nonexpendable property records of . Project

are accurats, and that the property Trecorded therein are physically on hand

as of this date.

1 HEREBY AGREX to accept full responsibility and pecuniary liability for

the property as recorded, and waive any requirement for a physical inventory

as a condition to such acceptance.

Accountable Superv:

Titls

Duty Station

_ . .
To ba prcpaxid in guadruplicate; executed original and ons copy to be
transaitted to Property Unit; each. party to such transfer of accountablli
to reatain a copy. '

-



()

IBWC-72
{Rev. 4/83)

REPQRT OF SURVEY

PROJECT OFFICE . DATE _ No.
SURVEY BOARD MEMBERS (3):
Name: Title:
Name: ' i Title:
Name: ' Title:
- YOU ARE HEREBY APPOINTED a Board of Survey to inspect the below/attached 1isted
excess/surplus property located at s in charge of Accountable
Superyisor and to report as to its present condition in

accordance with the codes ltsted on the reverse side of this form.

Yignature of Accountable Supervisor

Fsc oy | - DESCRIPTION COST C°NGQMDTEI°“

(continue on attached sheet)

1 CERTIFY THAT the above 1isted item(s) are recorded as they appear on the property
records of this Section, :

Signatura of Supply Offlcer

WE CERTIFY THAT we Have personaliy inspected the above 1isted property and agree as
to fts condition as stated. If scrapped/salvaged, item(s) will be placed in scrap/
salavge area,

SIGNATURE OF BOARD MEMBERS:

DISPOSITION APPROVED: DISPOSITION APPROVED:
For the Commissionar

~Signature of Uivision Englnesr Slgnaturs of Adminlstrative Qfficer

0&M ar Hydro



03
FROM:

IBWC-140

(Rev 4/33)
ECEIVING REPORT
PROPERTY UNIT, E1 Paso Headquarters Office
PROJECT: Property Assigned To:
Purchase Order No.: Dated: Date Rec'd:
EQUIPMENT
Make: ' Model:

Serial Numberis):

Pescription:

Assigned I1BWC Number: FSC IBWC Number

Is This: Additional Property 7 Replacement /7 Trade-in /7

Replacement for: 1IBWC No. . _ Make

Model Description

Irade-in: Purchase Order No. IBWC MNo.

Make : Model

Description

Stgned _ Date
INSTRUCTIONS

Capitalized Property - prepare in duplicate, attach copy of
rece{ving copy of purchase order and submit all copfes to the
Property Unit, Non-capitalized Property - prapare single copy
and submit to Property Unit (This is only {f the {tem has the
make, model and serial number). A copy of the capitalizad
receiving report will be returned to the submitting office.



_1BWGC~-159
(Rev 5/82)

INTERNATIONAL BOUNDARY & WATER COMMISSION
UNITED STATES & MEXICO - UNITED STATES SECTION

;;;) ' " WOIS/LOST PROPERTY CERTIFICATE

Project/Fleld Office: ’ Date: Certificate No.

I CERTIFY that the below iisted property was:

L7 WOIS (Worn Out In Service) 7 LOST

FSC IBWC No. DESCRIPTION (Inci. Make, Model & Serfal No.)

COST

Worn cut equipment must be placed in a designated area established by the Accountable
Supervisor. It must not be cut, burned, crushed, etc.

Lost equipment will be eaep"lained under remarks. If the property 1s over $300, the local
law enforcement authoritfes will be notified and a report will be attached to this form.

REMARKS :

APPROVED:
T1f Tost, signature of person who lost [STgnature of Acct. Supv.)
property) .

INSTRUCTIONS

Use this form to report worn out noncapitalized property ($299.99 and less)
and a3l lost property. Worn out capitalized property wil) be reported on
IRWC-72. Prapars in tripnlicate and submit to the Property Unit and after



-

. ) - "o I
INTERNATIONAL SHUNBARY AND WATER COMMISSION
: : SQUIPMENT  RECORD '
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- e v o gy i g vl ol A il - - - ol phmprnls wnh misinlinled e e o o e e sl e e S NN L - - (L L 1Lt -
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| FROM: PROJECI/FIELD OFFICE

IB&WC-
(Rev 8

INTERNATIONAL BOUNDARY & WATER COMMISSTION
UNITED STATES & MEXICO - UNITED STATES SECTION

PROPERTY CLEARANCE

TO : PAYROLL SECTION
THRU: PROCUREMENT OFFICE

N ™17 1:3 4T
T HEREBY CERTIFY that the below-named employee has terminated employment with
this Agency and has turned in all Govermment Property issued to him/her to the

proper location and official.

Employee No, Subject Pmployee
Duty Station Separation Date
SIGNED .
T Bupervisor of Proper ULiiclal
TITLE
DATR
APPROVED: : DATE
“HJ Procuremant Uiilclial
REMARKS :
INSTRUCTIONS

Prepare and submit this Form upon Cermination of employement
and forward to El Paso Procurcment Office as soon ss possible
to permit timely issuance of employee’s final salary check.
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IB&MC-4
{Rev 8,

INTERNATIONAL BOUNDARY & WATER COMMISSION
UNITED STATES & MEXICO - UNITED STATES SECTION

CERTIFICATE OF DISPOSAL

TO: SUPFLY OFFICER, El Paso Proparty Unit

FROM: FIELD CFFICE DATE

1 HEREBY CERTIFY that the below listed item (s), whiech were duly approved for

disposal relative to Report of Survey No, ___Dated

have heeh placed on the Project scrap pile or salvage area for disposal with

next sale of scrap through GSA.

QY| IB&WC Mo, DESCRIPTION (Inel. Make, Model, Serial No.) coST

7K

X/
@\/

v

REMARKS :

APPROVED: DATE
“STgnacure Of AcCte SUPV.

NOTE: Parsonal Property placed in the scrap pile will not be physically broken
or destroyed. Ref, Paragraph 235 d. 2. of Section 200 of the Property

and Supply Manual.
INSTRUSTIONS

Prepare i= triplicate and tuhmif together with IB&KC-?z
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TCONSEOUENCES OF ACCIDENT AFFEC TikG AGENCY PERSONMEL 8!

& WAS AIVER Expian Damy for Brvireki: . Bl
ACTING WITHIN ITIM 8, BY COMPLETING ITEME BELOW
SCOPE OF ¢IS
EMPLOYMENT TYPE OF PERIONNEL PRACBARE DiSABILITY
Cives Dine Dwurary [ ovliay
¥, AT CAUBED THE ACCIDENT N STOSPED TATURE GF IHAMY AND PART OF RUGY
DATE REBLMED
WORK
&, MOW COULD IT HAYE BEEN PREVENTED
TYPE OF FERBONNEL PADBABLE DISARILTY
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WORK
‘_
i umtam TIGNATURE TETLE (Mivy o ooiionrt) DATE
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A

L CID YOU SEE THE i 2. WHEN DID THE ACCIDENT HAPPENT FORM APPROVED
STATEMENT OF WITNESS | * Acciognn Fe YiME sm. | b DATE _ M8, NUMSER
(Ararb ydiﬂam’ sheess if mecarrony) pe ' : 2-RO245
'3 - .
3. WHERE DID THE ACCIDENT RAPPEND (Giw ivart incacian and £icy)
LL IN YOUR OWN WAY HOW THE ACCIDENT HAPPENED
e - : ) - +
L o .
a4
§. WHERE WERE YOU WHEN THE ACCIBENT OCCURNEDT
6. WAS ANYONE INJURED, AND I¥ $0, EXTENT OF INJURY IF KNOWNT
7. DESCRIBE THE APPARENT DAMAGE TO PRIVATE PROPERTY
. DESCRIBE THE APPARENT DAMAGE TO GOVERNMENT PROPERTY | 8. iF TRAFFIC CASE.
GIVE APPROXIMATE
SPEED OF:
n. GOVERNNMENT YERICLE
Mity
dor K
B. OTHER VEHICLE
;
1 I
— )w: THE NAMES AND ADDRESSES OF ANY OTHER WITNESSES TO THE ACCIDENT (if dnswn) .
"% NAMES

b ADDRESSES ([uciwds ZIF Cadi)

I}, HOME ADDNESS (Iscivds ZIP Code)

WITNESS

PLETING
THIE

PO R SUAINERE ADORERE Tineds Zir T

12, WITNESS

i -

8. HOME TELEFHONE NO,

b. TODAY'S DATE

14. INDICATE ON THE DIAGNAM WELOW WHAT HAPPENED:

L Number Foderst valricle ot Lwother vehicle as 3—additional vehicie
& 3, acd shew direction of travel by artew

Baampte: ——3 [T 5 TF ) €y

+. Use solid Line to show path befors aoeident e [T )

| \
\

,__+__“___L__“_;EJ_T_“__

—
’J’

" ' \ |
“/-I” \ A _'ll

YELEPHONE NO.
3. Bhow pedestrian by _; o
& Bhow raileand by
s.uiwwummdmulkh-m
&, Iadicate north by wiww in this tircle
“\
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- DATA BEARING UPON SCOPE OF T form 10,59 serepieted vy the spereter % oo s, ond = e soons o
* EMPLOYMENT OF MOTOR VEHICLE OPERATOR iy st e o o3, o et ad, Jandsnt Farm 31, Gpacater’s R

L NAME 2. TITLE AND JOR CLASEIFICATION
WCTION | r .
OPERATOR 3 AqENCY NAMK NHING OATE OF | 4. ESTARLISHED | Frow
DATA % : NG :,:,‘ To .
. . i
5. IMMEDIATE SUPERVISOR'S NAME & SUSERVISOW'S TITLE
7. VEHIALE OWNEREHIP (Mark "X in apprapeisis Hotk) S IF TEl Tw (3 WARXED, 13 TITLE OF VEMIGLE REGISTENED
Gave wodicle identification nimbew
"W’ I 'D by ! D NG i) "Ne give doails gt dyw the vebicly o5 ticleds
wcle licemse
. NOT Gioe swhicls womder
WMChoN U ' | :
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